July 12, 2001

MVEMORANDUM FOR ALL CONTRACTI NG OFFI CERS AND NEGOTI ATORS
TO DI STRI BUTI ON LI ST FAC
FROMt MOP, Mark S. Ward, Director

SUBJECT: Posting USAID Solicitations and other Acquisition &
Assi stance (A&A) docunents on the Business &
Procurenent Internet Site

CONTRACT | NFORVATI ON BULLETIN 01 - 13

This CI B supersedes and cancels CI B 97-14.

In an effort to make notices and solicitations concerning
wor | dwi de busi ness opportunities with USAID nore readily

avail able, the O fice of Procurenent began posting solicitation
and rel ated docunents on the USAID Busi ness & Procurenent
Internet site in 1995. This site has been extrenely successful
and well received by the public as well as the rest of the
Agency. In fact, the availability of this information in

el ectronic format has drastically decreased the vol une of
requests for hard copies of the docunents.

The purposes of this CIB are to:

(1) Update, clarify and/or expand A&A I nternet posting
gui dance.

(2) Incorporate conments that have been received fromthe
user comunity.

(3) Provide formatting instructions to ensure that all
A&A docunents posted to the USAID Wbsite are
conpliant with the NEWrequirenents in Section 508 of
the Rehabilitation Act Amendnents of 1998.



(4) Incorporate a NEWrequirenent to “flag” CBD Notices
that are announcing capital projects or equipnment in
excess of $2.5 mllion. For these purposes, capital
projects include architectural and engi neering design
studi es, construction of the physical infrastructure,
and operations and mai ntenance of the facility.

Capi tal equi pnent includes for exanple, generators,

t el ecommuni cati on equi pnent, machinery, etc. Wen
capital equi pnment or capital projects represents only
a conponent of a larger activity, the $2.5M ceiling
applies only to that portion of the work which is
capi tal equi prment/projects — not the estimted anmount
of the entire award.

It is anticipated that all of the guidance in this CIB wll be
i ncorporated into new or existing ADS chapters as soon as
possi bl e. Pl ease note that the O fice of Procurenent Internet

Coordi nator (OPIC) nentioned throughout the CIB is not an A&A
subject matter expert and does not review for content. However,
s/ he has been tasked by M OP managenent to performcertain
functions related to the posting of materials — primarily

associ ated with process. In general, the functions s/he
perforns relate to i ssues of consistency and conpliance wth

i nportant Agency policy/regul ations that are best addressed at
the stage of posting various A&A docunents.

Following is a listing of itens that will or nmay be posted to
the Internet site. Mndatory postings are indicated as such.

Pl ease note that a designation of MANDATORY does not nean the
docunent is mandatory in any given A&A process, but that posting
it on the Internet is mandatory whenever you create such a
docunent except as annotated in the footnotes. \Were any ot her
regul ati on or special authority (e.g., H V/AIDS) provides for

ot her avenues for advertising and/or posting or solicitations,

t hose regul ati ons supercede the “mandatory” nature of the

requi renents herein.

PRE- SOLI CI TATI ON DOCUNMENTS

(1) Pre-solicitation Notices:

(a) All Comrerce Business Daily (CBD) Notices (e.g., pre-
solicitation notices, Notices of Intent to Sol e-Source,
Sour ces Sought Synopses, Requests for Expressions of
Interest). Contracting O ficers are responsible for
including the appropriate Internet related text (see



Attachment 1) in each CBD Notice. Posting CBD Notices to
the Internet does not take the place of sending the sane
notice to the e-mail address: CBD Mailbox. MOP/PS is
responsi bl e for sending notices sent to CBD Mail box to the
CBD for publication. Questions pertaining to the CBD
publications may be directed to Ms. Delaina Vines (202/712-
5479) in M OP/ PS/ SUP. ( MANDATORY) W expect the CBD
process as descri bed above to change when the Final Rule
regardi ng FedBi zOps.gov is effective in Fall 2001. Wen it
does change, we w |l issue an anendnent to this CIB. 1In
the interim these are the instructions you need to foll ow
for CBD Notices. NEW Wth each CBD submttal, you nust
indicate in your e-mail to the OP Internet Coordi nator
(OPIC) whether or not your notice is for a capital project,
capi tal equi pnment or commodity procurenent in excess of
$2.5 MIlion. Wen capital equipment or capital projects
represents only a conponent of a larger activity, the $2.5M
ceiling applies only to that portion of the work which is
capi tal equi pnment/projects — not the estimted anmount of
the entire award.

(b) (NEW) Oher pre-solicitation notices that are in the
format provided in Attachnent 2 to this Notice. I n
response to your requests, we have created a section for

non-CBD pre-solicitation notices. Pre-solicitation

notices received for posting that are not in the format

found in Attachnment 2 will not be posted. W are requiring
the use of a standardized format in order to provide

consistency to the users of the Internet site.

(2) (NEW) Draft Statenents of Wrk (SOM) and Draft Program
Descriptions: You may submit these docunents to the OP Internet
Coordi nator for posting provided that you identify the names,
phone nunbers, and e-mail addresses of two points of contact at
the top of the docunent. You should also clearly articulate
specific instructions regardi ng subm ssion of comments (e.g.,
deadl i nes, format, etc), as no one in USAIDDWw I| be able to
respond to questions of this nature on your behal f.

Addi tionally, you nust present evidence that the cognizant
Contracting O ficer for the upcom ng action has cleared on the
content of the draft as well as the rel ease date of the draft.
An e-mail fromthe Contracting Officer will be sufficient to

i ndi cate cl earance.

SOLI CI TATI ON DOCUMENTS




Keep in mnd that while posting solicitations to the Internet is
the preferred nethod of distribution; you nust al so be
responsive to, and tinely in, honoring the requests of potenti al
offerors for hard copies, via e-mail or 3.5" floppy disks (see
Attachnents 1 and 2).

(1) All conpetitive Requests for Proposals (RFPs)(MANDATORY?)

(2) All conpetitive Requests for Applications (RFAs) (MANDATORY?)
(3) All Invitations for Bid (IFBs)( MANDATORY!)

(4) Al Annual Program Statenents (APSs)( MANDATORY?)

(5) Al conpetitive Requests for Quotes (RFQs)

(6) All USPSC Solicitations (except Resident Hires)( MANDATORY)

(a) You will need to submt an affirmative statenent in
your transmittal e-mail to the OP Internet Coordinator that
the formrequired by CIB 00-08 (and its suppl enment) has
been conpl et ed.

(b) You will also need to follow the instructions in
CIB 97-17 (as corrected) — or its successor regulation ---
regardi ng required content of the USPSC solicitation.

(7) Bonafide Draft solicitations (Bonafide nmeans conplete
solicitation docunent with all sections — not nerely a docunent
whi ch has been assigned a solicitation nunber)

(8) Al Anendnments to any of the above posted solicitation
docunent s ( MANDATORY)

(9) Al Procurenent Information Bulletins (PlBs)( MANDATORY)
(10) Al Ccean Transportation Tenders ( MANDATORY)

(11) Host Country Contract Solicitations

For itens (1) through (6) above, you nust submt the follow ng
in ONE electronic file via e-nmail to the OPIC. (Exceptions mnust
be di scussed in advance with the OPIC):

(a) Solicitation Nunber (draft solicitations nust also
have a nunber).

(b) Cover letter; you nust include the issuance and
cl osi ng dates.

1 Thismandatory requirement is qualified in accordance with AIDAR 706.302-70 to exclude overseas RFPs or
IFBsfor activities not in excess of $250,000.

2 Thismandatory requirement is qualified in accordance with ADS 303.5.4 which allows for limiting competition
to indigenous or local organizations.



(c) Al other required sections of the given solicitation
type including those attachnents that are avail able
el ectronically.

Further, for USAID/ WContracting Oficers and Negotiators: You
nmust provide a signed hard copy of the solicitation docunent to
the OPIC concurrent with the submttal of the el ectronic copy.

I f you are | ocated overseas, you nust supply the OPIC a copy of
the SF33 either by faxing it to 202-216-3143 or providing an

el ectronic copy in PDF or simlar format. The SF33 copy or fax
should be transnmitted to the OPIC at the sanme tinme the e-mail
containing the solicitation docunent, is transmtted. The

i nformati on contained on the SF33 will appear as part of the
RFP/1FB file as a graphics file.

You shoul d make every effort to provide any attachnents to the

solicitation in an electronic format. |If you do not submt a
given attachnent electronically, it my be omtted fromthe
Internet version of the solicitation. |If you omt attachnents

to your electronic subm ssion because they are not avail able
el ectronically, provide the OPIC a detailed Iist of those
docunent s.

We are unable to post solicitations that exceed 200 pages
(including all attachnments) except on an exceptional basis. |If
you find that your solicitation will exceed 200 pages, you w ||
need to coordinate early with the OPI C who can suggest alternate
arrangenents for distribution of sone of the |engthier
attachnents. In the past, linkages to m ssion or Bureau
websites for vol um nous information has been successful .

Forward t he docunent to the OPIC as soon as it is fully prepared
(this nmeans as soon as the docunment would otherw se be ready to
send for printing, but not yet issued).

The OPIC will not post an IFB or RFP until s/he receives the CBD
Notice for it fromthe CBDNet publishing. (This occurs
automatically; however it is nentioned here since there is
generally a few days del ay between your request to Del ai na Vines
for CBD posting and CBDNet notice to the OPIC that they have

i ndeed published it. | f you are posting an IFB or RFP for

whi ch the CBD pre-solicitation notice requirenent has been

wai ved, you must forward a copy of that waiver to the OPIC with
the solicitation



POST AWARD DOCUNMENTS

(1) Al CBD Award Noti ces ( MANDATCRY)

(2) (NEW) O her Award Noti ces. For Award Notices other than
CBD Notices, include as mininum Award Nunber, Award Title,
Solicitation Nunber, Award Date, Awardees Nane, Awardees cont act
i nformation, Award Anmpunt, USAI D Poi nt of Contact.

GENERAL SUBM SSI ON | NFORMVATI ON:

(1) Point of Contact

The OPICis the liaison between MOP and MIRM and may be
reached as foll ows:

Addr ess: O fice of Procurenent Internet Coordinator
M OP/ SPU, Room 7. 8-85, RRB
U.S. Agency for International Devel opnent
Washi ngton, D.C. 20523-2702

Phone: (202)-712-4442

Facsini | e: (202) -216- 3143

E-mai | address: OP | nternet-Coordi nat or @P. B@GAl DW
or OPI Causai d. gov

(2) Submttal times and Posting Duration

You nust submt any docunment that you would |ike posted to the
Internet site at |east 24 hours in advance of your required

i ssuance date. The docunments will be posted as soon after
recei pt by the coordinator as possible, but not before the

i ssuance date.

Al'l 1FB, RFP, RFA and APS solicitations will remain on the
Internet until 30 days after the closing date for the receipt of
proposals. Any corresponding pre-solicitation notice will also
be renmoved at the sane time. All CBD Award notices will be
renmoved fromthe Internet 30 days after the posting date. USPSC
solicitations are renoved one day after the closing date for the
recei pt of proposals. W do not mmintain records of these
docunents el ectronically or otherwise. Therefore, requests for
docunents that have been deleted fromthe Internet site will be
directed to the appropriate Overseas Mssion or USAIDD WO fice.

O her docunments are deleted at the discretion of the OPIC in
consultation with the Chief of the Procurenent Support D vision.



(3) Formatting

The Architectural and Transportation Barriers Conpliance Board
(Access Board) issued final standards for electronic and

i nformati on technol ogy covered by section 508 of the
Rehabilitati on Act Amendnents of 1998. As such, USAID is
revising its standards for web accessibility based on these
federally mandated standards. This neans that all A&A docunents
submtted for posting nust conply with these new standards.

Qur Word docunents are generally conpliant except when it cones
to forns. A detail ed technical description of these standards
can be found on the USAID Wbsite at:

http://ww. usai d. gov/info technol ogy/ xweb/tool kit/federal regs.h
tm.

Non-technically speaking, the requirenment is ainmed at ensuring

that all information on federal governnent websites can be read
t hrough assi stant advices that nay be used by the visually
I npai r ed. There are a nunber of acceptable formats (e.g. HTM,

Wrd fornms, etc). The types of formats that are unacceptabl e
are those that provide an “imge” or use Optical Character
Recognition (OCR) to provide a “picture” of a form This CIB
does not mandate a particular format. You should check with
your | ocal Systens Admi nistrator to ensure your docunents are
Section 508 conmpliant. |If you need further assistance on this
matter or have further questions, please contact the OPIC

Questions relating to these procedures can be addressed to the
OPI C at 202-712-4442 or via e-mail (see address above).

Attachments:
VWhat needs to be in the CBD Pre-Solicitation Notice?
Format for Pre-Solicitation Notices Oher than CBD Noti ces.



Attachment 1

WHAT NEEDS TO BE I N THE CBD PRE- SCLI Cl TATI ON NOTI CE?

When you identify a Point of Contact (POC) in the CBD, you
need to include the conplete e-mail address of that person.

I nclude the follow ng | anguage in the body of the text under

item“17".
"The preferred nethod of distribution of USAID Acquisition and
Assi stance (A&A) information is via the Internet. (By
exception, USAID can provide the solicitation on a 3.5" floppy
disk (Mcrosoft 97 format), via e-mail, or in hard copy.)

This CBD Notice can be viewed and downl oaded usi ng the Agency
Wb Site. The solicitation, once issued, can be downl oaded from
t he Agency web site. You are encouraged to access the
solicitation via the Internet as this elimnates possible del ays
associated with mailing, in general, and particularly from
overseas M ssions. The USAID Wrl dw de Wb address is
http://ww. usai d. gov. Sel ect “Business and Procurenent” from
t he hone page, then "USAID Procurenents.”™ On the follow ng
screen, select “Downl oad Avail able USAID Solicitations". Here
you will see a list of all new solicitations. You nust confirm
in witing to the contact person noted above that, you have
received this solicitation through the Internet. As the

reci pient of this solicitation docunent, you are responsible for
ensuring that you have received it fromINTERNET in its
entirety. USAID bears no responsibility for data errors
resulting fromtransm ssion or conversion processes. Further,
be aware that amendnents to solicitations are occasionally

i ssued and will be posted on the sane Internet site from which
you downl oaded the solicitation. Generally, the Contracting
Oficer will issue anendnents to all those who have sent in the
witten confirmation of solicitation receipt. However, USAID
does not guarantee that an anmendnent will be issued to you
directly based upon witten confirmation that you have

downl oaded the solicitation fromthe Internet. You are
therefore advised to regularly check the USAID Internet site for
amendnents.”



ATTACHMVENT 2

FORVAT FOR PRE- SOLI CI TATI ON NOTI CES OTHER THAN CBD NOTI CES

1. TITLE: The information provided here is how the notice wll
be identified in the pre-solicitation notice |isting.
Country where work will take place should be identified here
if different than the country in Item 1.

2. PONT(S) OF CONTACT:. Provide nanme, e-mail address, phone
nunber, fax nunber, office address. I f possible, include
an alternate point of contact as well

3. DATE OF NOTICE: Use format DD MW YYYY (e.g. 02 FEB 2001)

4. PROPOSED SOLI CI TATI ON NUMBER:

5. ESTI MATED DATE OF AVAI LABI LI TY OF SOLI Cl TATI ON

6. ESTI MATED CLOSI NG DATE FOR RECI EPT OF APPLI CATI ONS

7. DESCRIPTION Enter a clear and concise description of the
action. The foll ow ng | anguage nust al so be incl uded:

The preferred nmethod of distribution of USAID Acquisition and

Assi stance (A&A) information is via the Internet. (By
exception, USAID can provide solicitations on a 3.5" floppy disk
(Mcrosoft 97 format), via e-mail, or in hard copy.)

This pre-solicitation notice can be viewed and downl oaded using
the Agency Wb Site. The solicitation, once issued, can be
downl oaded fromthe Agency web site. You are encouraged to
access the solicitation via the Internet as this elimnates
possi bl e del ays associated with mailing, in general, and
particularly fromoverseas Mssions. The USAI D Wrl dw de Wb
address is http://ww. usai d. gov. Sel ect “Busi ness and
Procurenment” fromthe honme page, then "USAID Procurenents.” On
the follow ng screen, select *“Downl oad Avail abl e USAI D
Solicitations". Here you will see a list of all new
solicitations. You must confirmin witing to the contact
person noted above that you have received this solicitation

t hrough the Internet. As the recipient of this solicitation
docunent, you are responsible for ensuring that you have
received it fromINTERNET in its entirety. USAID bears no
responsibility for data errors resulting fromtransm ssion or



conversi on processes. Further, be aware that anendnents to
solicitations are occasionally issued and will be posted on the
sane Internet site fromwhich you downl oaded the solicitation.
Cenerally, the Agreenment O ficer will issue anmendnents to al

t hose who have sent in the witten confirmation of solicitation
recei pt. However, USAID does not guarantee that an anmendnent
will be issued to you directly based upon witten confirmtion
that you have downl oaded the solicitation fromthe Internet.
Therefore, you are advised to regularly check the USAID I nternet
site for anmendnents.



